Tuition Assistance Guidelines
e-TA Application
· As of 01 NOV 08, ALL TA applications must be submitted online using Navy Knowledge Online (NKO).
Authorization Changes

· Class Cancellation

1. Cross out the class to be canceled.

2. Write canceled next to class to be canceled.

3. Your social security number must be submitted with your change for processing with the Coast Guard Institute. 

4. Scan and email to TuitionAssistanceHQ@uscg.mil. 

· Course Number Change

1. Cross out course number to be changed.

2. Write in correct/new course number.

3. Your social security number must be submitted with your change for processing with the Coast Guard Institute. 

4. Scan and email to TuitionAssistanceHQ@uscg.mil. 

5. You should receive a new authorization to provide to your school.

· Class Change

*This can only be done if class being added costs the same and has the same start and end date as the class being canceled. Otherwise, the original class would have to be canceled and a new TA application submitted.
1. Cross out course and course number to be canceled.
2. Write canceled next to course to be canceled.

3. Write in new course number and course title.

4. Your social security number must be submitted with your change for processing with the Coast Guard Institute. 

5. Scan and email to TuitionAssistanceHQ@uscg.mil. 

6. You should receive a new authorization to provide to your school.

· Date Change

*If more than one course is listed on an authorization, course dates for all courses must be changed or course with change has to be canceled and re-applied for.

1. Cross out date to be changed.
2. Write in new course start/end date.
3. Your social security number must be submitted with your change for processing with the Coast Guard Institute. 

4. Scan and email to TuitionAssistanceHQ@uscg.mil. 

5. You should receive a new authorization to provide to your school.

Grade Submission

1. Grades are due to the ESO 30 days after the end of course date stated on the authorization. 
*Make sure that grades can be easily read, otherwise, they will not be submitted to the CG Institute.
2. Your social security number must be submitted with your grades for processing with the Coast Guard Institute. 

3. Scan and email your grades to TuitionAssistanceHQ@uscg.mil.

4. You will receive an email from the ESO office telling you your grades have been submitted.

Payments to Navy
Repayments:

If member wishes to submit payment it should be made by money order or cashier's check - payable to:  U.S. TREASURY.

Mail payment along with a copy of the TA authorization.  Indicate on the authorization which course the payment is for.

Mail to:

Commanding Officer

NETPDTC N8115/Coast Guard Group

6490 Saufley Field Road

Pensacola, FL 32509-5241
